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APPROVE A VOUCHER FROM AUTHORIZATION

This section covers the steps to approve A Voucher from Authorization. A Voucher From
Authorization is avoucher created using an approved travel authorization.

If the Traveler or the Preparer has not selected VVoucher from Authorization, there will be no
document number on the voucher. This document should be returned to the Preparer immediately.
Never approve avoucher unless it has a document number. This Travel Authorization Number can be
found at the top of the screen on the Document Summary page of the document. Example Travel
Authorization number: 10-S0330017.

A. APPROVE A VOUCHER FROM AUTHORIZATION

Routingly, the user will receive an e-mail notification that states, “A document needs attention in the
Travel Mamager system” unless the Approver has requested that the email be redirected or eliminated.
The e-mail will contain the Travelers name and the name of the document.

1. Click the Review Documents link from the Document Toolbar. The Review Document page
isdisplayed with alist of all documents to be reviewed and/or approved.

NOTE
Review Documents must be used in order that the proper signature stamp is defaulted
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Review Document

CQuick Tip
Thesze are documents avvaiting your action. Select your search criteria then select the document yau want to
rEniENY .

Enter Search Criteria
Documen R

Type

Search Results Click on an entry to select it

EI A thorization test1 10030001 Five, Student
rihl Youcher 31-970 4-Bhdiami 040502  Eight, Stuclent
rihl Waucher 31100 3-31 M3FC 033102 One, Student
rihl Waoucher 31-156 3-255eat] 03/25M02  Fifteen, Student
rihl Waucher 31-100 03-03MSFC 030302 One, Student
rihl Waoucher 31-100 03-03MSFC 030301 Eight, Stuclent

2. To review avoucher from authorization, use the pull down arrow next to the Documents Type
field to select Voucher. Only documents of that type will be displayed for selection. The
default document typeis “All”. If an (*) appearsin the IN USE column, the document either
isin use by another user, OR the document is in the “Edit Locked” mode. An “Edit Locked”
document can only be opened in a“View Only” mode and cannot be adjusted or signed.

Refer to the Appendix to review “Edit Locked” documents reset process.

NOTE

All documents are listed in order by departure date. The departure dates are displayed in reverse
chronological order.

3. Click the Document Name from the list that you wish to access. If adjustments have been
made to the document, the Open Document Version screen below will be displayed. If no
adjustments were made on the document, the Open Document Signature page shown in step 4
will appear. The most current version of the document is always denoted with an (**). Click

the Open Document B icon in front of the most recent version.
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Open Document Yersion for 51-100 03-03MSFC

s Alert
Adjustments have been made to this document.
Maote that only the current version, marked by * may be further adiusted or Cancel iOpening Documert
rauted.
Document Yersion List Click on an entry to select i
@ ADJUSTMERT ** 2 1204101 1:46PM TravelOffice Reviewer
@ ORIGIMAL 1 1204101 90520 Brian Miller

4. The Open Document Signature page will be displayed for the document selected.

Document Preparation

Open Document Signature

Quick Tip
The Signature PIN is case sensitivel

Signature for Adjustment ; Get | Document as Yiew-Cnly

Sign | to Reviewy Document

Cancel ; Cpening Document

5. The document can be opened for signing by entering your Signature PIN. To retrieve the

document in “view only” mode, click the Get Document as View Only button from For This
Document You Can: box. (The Signature PIN is not required for “view only”.) Inview only
mode, the document can be viewed or printed.

NOTE

The Cancel Opening Document button will exit the Sgnature Adjustment page and return the
user to the main Travel Manager page.

6.

Enter the Signature PIN.

Click on the Sign to Review Document button from the “ For This Document You Can:”
box to access the document for continued routing. The Document Summary page is
displayed for the selected document.
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B. APPROVEA VOUCHER WITHOUT ADJUSTMENTS

This section of the manual explains how to approve atravel voucher that does not need
adjusting. If the voucher needs modification or to be returned to the preparer for adjustment,
refer to section 1V, C.

1. The Document Summary page will be displayed for the selected document. The Document
Summary page summarizes the information on the voucher. Previously recorded data can
be viewed from this page by selecting the appropriate icon. To return to this page after
viewing any other page, click on the Document Summary link from the Document

Toolbar.
Document Preparatio

User: Document Summary for Adjustment to Voucher 51-100 2-4 MSFC

Approver One Quick Tip
Traveler: Far specific infarmation, click on & Details link. You can sign and stamp Save i Dacument

wour document from the Document Status section.

Studert One Trip Humber 1 _U_nd_o_] Adjustments
Voucher: 51-100 2-4 Travel Authorization Continue I Entering Document
MSFC Hurnber Tz-473-0-02
+ Document Sumimary Traveler Details 000-TR-0001 , Student One _ﬂ"f_! (it DR
= Trip Mumber Purpose Description <No Purpose Description Entered=
» Traveler Kinerary Details HUNTSVILLE,AL 02/04/02 - D2/08/02
» ltinerary Ticketed Trans Detailz $350.00

IS U Expense Details | TS ETIT)Y

= Expenzes
Quick Expense

L a2 J ¥ mzmacon Rentsl Car 125.00
* Accounting Code rf? S 020412002 Taxi 12.00
e F % oosizooz Personal Cal-DOMESTIC 8.00
i F ¥ o2orizonz Laundry/Dry Cleaning 25.00
* Document S‘atus_ J ¥’ ozoroom Persanal Call DOMESTIC 500

' Perf?rm Pre-Audits Eﬁ 3 ozoszo0z Lodging Tax 45.00
* Previgw: Document r:? x 20E2002 Taxi 12.00

= Expiott Dacumerit Total: 232.00

* Cloge Document ) ;
Lodging/M&IE Details $451.00

2. Click onthe Perform Pre-Audits link. Review all items with FAIL status to make sure that
they are valid. Pre-Audits are used to give the Approver an indication of what is in the
document. If any audit fails, the word FAIL will be in the Status column. A comment
describing the failure will appear in the Comments column. A FAIL isaflag only to draw
attention to an audit process that requires review. Click the Close button to exit the pre-audit
page. (For a description of each of the Pre-Audits, refer to the Appendix.)
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Document Preparatio
Pre-Audit Results for 51-100 2-4 MSFC

Quick Tip
Click the Magnifying Glass icon ta viewy detaill comments for each audit Justify 1Pre Audit Resuite
process. i
Close _ 3
Document Hame: 51-100 2-4 MSFC iPre At Resutts

Type: “oucher

Traveler: Cne, Studert

Status: FAIL

Pre-Audit Results

& sccT copes -
AUTHRZED

By ACTUAL MULTIFLER  PasS
B acTusLs EXIST PASS
[ APPLIED ADVANCE PASS
B aPPROVEBY -
TRAWELER1

B AUTHORIZATION EXIST PASS

E‘- COMMENTS FalL CHECK COMMERNTS OM TRIP 1 This is a remindar to review the comments cortaingd in this
documert.

[ conFERENCE -

ALLCWAMNCE

El. COST COMPARISON FallL  “ouch COST (TRIP 1) == Auth EST COST (51-100 2-4 MSFC)
[ZA COST LESS COM. CaRR PASE

E\ DALy EXPENSE -
THRESH

T — hDdLS"?(_ZEgLE DTDIE.?\RJIDEID_D.?UTHORIZATION MUMBER, - TG-475-0-02, ON YOUCHER 51-100 2-4
EvExP cAT % VARIANCE PASS
EvExp CATEGORY USED  PASS
B Exp CATEGORY USED1 PASS

EExp cATEGORY USED2 PASS

[ FoREIGN TRAVEL PASS
B LaunpRy DRy -
CLEANING

B LEAVE AUTHORIZED  PASS
B LEAVE EXISTS PASS

B MEALS AVALABLE PASS
[E\ NON-CONTRACT FARE  PASS

[ OTHER EXPENSES PASS
[ ovERRIDE PASS
EAFERDIEM LOC AUTH  PASS
[ FERDIEM RATES PASS
A FERSONAL INFO - KEY  PASS
EATE s
[ TRAVEL MODES PASS
% TRAVEL MODES -
B TRPDATES &LOCS  PASS
X TRIP DURATICON P&SS
& TRIP DURATIONT PASS
[ TRIP PURPOSES PASS
& TRIP TYRES PASS
[ vESSEL TRAVEL PASS
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3. Click onthe Document Status link. The Status page is displayed.

Document Preparatio

User: Status for 51-100 2-4 MSFC
Approver Cne % Quick Tip
Traveler: The Signature PIN iz case sensitivel
Stamp iand Su
Studert One: Adjustments
Youcher: 51-100 2-4 ]
MSFC Back Conti
= Document Summary
Status to Stamp Document
= Trip Mumber Apply i MGT APPROVED ‘-“; I Without Adjustment
= Traveler Signature
= ftinerary PIH
= Ticketed Trans -
Remarks| =
= Expenszes =
= Lodging/hEIE
= Accounting Cocde Document Routi ng Thiz is the routing path the current document will take once routed
= Tatals
= Comments Appraver MGT APPROYED 1
F Document Status Approver One MGT APPROWED 1
= Perform Pre-Audits TravelCtfice Reviewer PROCESSED 2
TravelCtfice Certifier CERTIFIED: 3

= Previesy Document
= Export Documert

Document History Thiz i the status history for this document

= Cloge Document

12128001 85880 EST CREATED Brisn Miller
12/28/01 9:38AM EST SIGRED Student One
12428101 24940 EST ADJUSTED Spprover One

4. For users who are both reviewers and approvers, the default status value will be displayed in
the Status to Apply field. Make sure the Status to Apply is correct. Y ou can check the correct
status on the document routing section at the bottom of the screen. (For a description of Status
Stamps refer to Appendix).

5. Review the Remarks box for any remarks entered in the Document History on the Status
page.

NOTE
Approvers, Reviewers, and the Travel Office and CI Travel Office enter remarks in the Remarks
section found on the Document Status screen before it is stamped.

Travelers and Preparers enter their comments in the Comment section found in the Document
Summary screen.

6. If the document isvalid, enter your Signature PIN and click the Stamp and Submit button in
the For This Document Y ou Can: area.
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NOTE

If you must close out of the document for any reason before signing, click the Document
Summary link from the Document Toolbar. Click the Undo Adjustment button fromthe “ For This
Document You Can:” area. Using this button logs the user out of the document and returns to
the main screen. The document will remain in the Review Documents* queue” until it is signed
and routed. To open the document again, click the Review Documentslink and repeat the above
steps to sign the authorization.

7. 1f no adjustments have been made to the document, click on the Stamp Doc without
Adjustment checkbox. If adjustments were made to the document, leave the box unchecked
and refer to the next document section for further instructions

5 tamp Documert r Stamp Documert
o Without Adjustmert Without Adjustment

No changes made to document Changes made to the document

NOTE

If the Stamp Doc without adjustment box is not checked when the document is stamped,
adjustments are assumed, regardiess if any have been made.

If adjustments have been made to the document and the Stamp Doc without adjustments box is
checked, all adjustments made will be erased when the document is stamped.

8. Enter the Signature PIN value.
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9. Click the Stamp button. The Pre-Audit Results page will be displayed for most signings.
Approve the Pre-Audits. These are al the audits that Travel Manager processes for the
document. (For adescription of each of the Pre-Audits, refer to the Appendix).

10. If any audit fails, the word FAIL will be in the Status column. A comment describing the
failure will appear in the Comments column. A Fail only draws attention to an audit process
for the approver to check.

11. Click the Continue button in the For This Document You Can: area. The document is
complete and has been routed.

12. If more documents reside in the queue to be approved, click on the Review Documents link
and repeat the above steps.
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C. APPROVE A VOUCHER REQUIRING ADJUSTMENTS

This section describes each part of the online travel voucher. Within each of these areas, the
user may make adjustments, or smply return the voucher to the preparer to adjust.

1. The Document Summary page is displayed for the selected document.

Document Preparatio

User: Document Summary for Adjustment to Youcher 51-100 2-4 MSFC
Approver One Quick Tip
Traveler: For specific information, click on a Details link. You can sign and stamp S ave | Document
wour document from the Document Status section.
Student One Trip Humber 1 _Er_id-o-l REMETIEED
Youcher: 51-100 2-4 ok F i
e Travel AuthD“rllJz:_'t:le? TG-475-0-07 Continue iEntenng Document
| et G s Traveler Details 000-TR-0001 , Student One Close | Current Documert
» Trip Mumber Purpose Description <No Purpose Description Entered>
» Traveler ftinerary Details HUNTSVILLE,AL 02/04/02 - 02/08/02
« tinerary Ticketed Trans Details $350.00

U WS UG o s nge Summary

= Expenzes
) Quick Exp
« LotingMaE ulek txpense

_ F ¥ oooszooz Rerttal Car 125.00
* Accounting Code f 3 0242002 Taxi 12.00
+ Totals J ¥ ozosoooz Persanal Cal-DOMESTIC &.00
+ Commerts {;? ¥ 02072002 LaundryDry Cleaning 2500
* Documert S‘a“‘s_ F ¥ ozoren: Personal Call- DOMESTIC 5.00
. Perf?rrn Pre-Audits ﬁi? % D2/082002 Lodging Tasx 45.00
* Previgwy Document {f ¢ 02082002 Taxi 12.00
= Export Documernt Total: 232.00

= Cloze Documernt ) _
LodgingM&IE Details $451.00

L LRI/, oy nting Code Summary
Details

51-1 298-03-934 203.00

51-2 010-01-034 825.00
Total: 1,033.00

LGS T o t5]s Summary

Amourt Claimed 1,033.00

Mon-Reimburssble Expenses 0.00

Advance Applied 0.00

Pay To Charge Card 0.00

Pay To Traveler 1,033.00

Enter Comments Trip is being funded by another Agency. Reimbusable Account
code uzed,

Document Status || AT R ETE

[ Stamp Without Adj
Stamp and Route 1

[MGT AFFROVED =] | =
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2. Click ontheltinerary link to view the Itinerary for the trip. Review the required fields:
Travel Dates, Trip Type, Trip Purpose, and Per Diem locations. If any of these fields are
missing, make the proper corrections or return the document to the preparer providing
remarks for any modifications. |If modifications are made, click the Save Itinerary button
before leaving this screen.

3. Click the Comments link from the Document Toolbar to review the document comments.
The Comments page will be displayed.

Comments for 51-100 2-4 MSFC

Quick Tip
% Click Apply and preset comments are ingerted into the Comments field. e EETe

Comments can also be typed directly into the comments field. Comments

apply to the entire document. Save i Comments
Comments I1y;i: iz 2 reminder that your travel _"}_j Backi Continue !
woucher i= due within & days after the
completion of your trip. Trip iz being Close lWi‘thDut Saving Comments

funded by another agency. Reimbursahle
Aoocount code used.

[ |

4. Click the Close button in the “For This Document You Can:” area after reviewing
comments. The Document Summary will be displayed.

5. Click onthe Ticketed Trans link from the Document Toolbar to review travel modes.
The Ticket Information page is displayed.

Document Preparation

Ticketed Transportation for Youcher 51-100 2-4 MSFC

Quick Tip
To erter ticket information, click Add. Previously entered ticket Add | Ticket
information can be edited (Pencil icon) or deleted (4 icon).

Back i Continue

ﬁ‘x See tinerary 1 02042 AlR Fa0.00 no

6. Click on the Update icon 7 to view the data for the desired record. The Update Ticket
Information page will be displayed. If dates have been adjusted on the itinerary, verify

departure dates for the transportation mode. The Del ete® icon is used to delete the
existing record.
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Update Ticket Intormation tor 51-100 2-4 MSFC

Quick Tip
To enter departure and arrival airports, click the Depart From and &rrive
At lookup buttons. Use Foreign Calculator
Type I.-'l'n.IH - I Ticket Value ISED_DD [}Luukup Credit Card Expenses
Ticket Ho See ltinerary 1 Save | curent Ticket
[nﬁiﬂmﬂnzmwunz Description Ia‘-‘«irfare
e Close | i i
. Issue Date without Saving Updates
Carrier (mmidldtyeyy] I
Ticket Date I =
[mmd Aty Cost Options
¥/ Reimbursable
Depart From I E|‘
1 Taxable
Arrive At i E|4
Expense ... csRRIER
Contract Fare ;D,DD Class I Category
Currtrat:t;““‘“‘“““““‘“‘“ Cunﬁrmatiunl_‘“‘“““‘“‘” Pmt
Carrier Ho Method ! TRAVELER —I
Cost [350.00 Vendor |(Mane) =]

7. ltemsto be reviewed for approval are the Type of Ticket Transportation, the Departure
Date, and the ticket Cost field. |If modifications are made, click the Save Current Ticket
button in the “For This Document You Can:” area. |f no modifications were made, click the
Close without Saving Updates button.

8. Click thel _Centinue | pytton in the For This Document You Can: box. The Expense Entry
page is displayed.

9. The expense screen is divided into two sections. The top section of the screen is used for
the entry of new expenses to the document. The lower section of the screen, the Current
Expenses section, shows alist of expenses accrued on travel and must be reviewed and
approved.
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Expense Entry for 51-100 2-4 MSFC

Quick Tip
The Arrowy icon indicates a reguired field. Click Save to save the
current expense and refresh the screen so a nevy expense can be [ Use Quick Expense

e
e o g Use Foreign Calculator
Dat: I
[mm.'dd.um.:] 02/04/2002 g Lookup Credit Card Expenses
Expen:e Type I ;I Save |Currem Expenze
Des:ﬁsriiz © I
Done |Entering Expenses

Miles I—
Traveled Backl Continue |
e [ H
Selection Copy Through Date |
Rate I =
Cost Options
Cost I
ost® [T Reimbursable

Comments | ﬂ L1 Taxable
[orenegeses 1

f 3 2042002 Rertal Car 125.00

g? X 02042002 Taxi 12.00

f 3 ozoeR00z Perzonal Call-DOMESTIC 5.00

g? X 02072002 Laundry/Dry Cleaning 25.00

g? X 02/06/2002 Perzonal Call-DOMESTIC 5.00

f x 020752002 LaundryDry Cleaning 2500

rj? ¥ ozoTeo0z Perzonal Call-DOMESTIC 5.00

f x 02/08/2002 Loddging Tax 4500

rj? ¥ nzose00z Taxi 12.00
Total: 232.00

10. Click on the Update iconff to view the data for the desired record. The Update Expense
page will be displayed. If dates have been adjusted on the itinerary, be sure to approve
dates for each Expense. Click the Save Current Expense button to save changes to the

document. To delete an expense from the document, click the Delete icon X
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Expense Entry for 51-100 2-4 MSFC

Quick Tip
The Arrove icon indicates a required field. Click Save to save the
current expense and refresh the screen so a newy expense can be [ Use Quick Expense

dled.
HoCE X I>U:;n:: Foreign Calculator
Dat ;
[mmtd 'i 02/04/2002 [>Luuku Credit Card Expenses
Expense Type -
P ¥ i "“j Current Expense
o Exqeqseﬁiﬁental Car
escrﬁt_:nn Done |Erdering Expenses
iles ;“““““““““"
Traveled Back] Continue i
el E— —
Selection Copy Through Date
Rate i =
Cost Options
Cost i
ost@ [125.00 ¥ Reimbursable
Comments

Compact Rental Car| "*‘l ! Taxable

Expense

RERITAL AR

Current Expenses

F % oznamonz Rerttal Car 125.00
F % ozmazonz Tai 12.00
F % oznamonz Tai 12.00

Total: 143.00

11. Check that all expenses are reasonable and allowed by regulation. When all expenses have
been reviewed and/or modified, click the | _Centinue | putton. The Lodging/M&IE screen will
be displayed. The Lodging & M&IE page can aso be displayed by clicking the
Lodging/M& I E link. Review all expenses for each day.

Lodging/M&IE for 51-100 2-4 MSFC

Quick Tip
An asterizk (%1 in the Special column indicates that a condition has
been selected inthe Advanced LodgingMEIE windowe. Heset All iLadging and MZIE expenzes

Backi Continue l

Lodging/M&IE Data

Foona: B B 70.00 70.00 2850 70438
Foonse @ B 70.00 70,00 38.00 70438
Fooen: @ B 70.00 70.00 38.00 70438
Foomr: @ B 70.00 70,00 38.00 70138
Foomem: @ B 000 00 28.50 70138

IFM Travel Manager Approver’s Guide
Approve A Voucher From Authorization
02/2004 TMV2.0



12. If avaue (*) exists in the column labeled Special, modifications have been made to the

standard per diem Lodging and /or M&IE for that date. Click on the Update icon J toview
the data for the desired record. The Update Lodging and M& I E page will be displayed.

Update Lodging and M&IE Expenses for 51-100 2-4 MSFC (02/04/02)

Quick Tip

For this lodging day, you can edit specific actualz, leave data, meals

provided status, lodging amount, and if desired apply these changes Mext Expense
forward using the apply through toal.
- [P Y Save | Expense Changes

Override !Lgdging and MEIE

Lodyging

Per Diem Rate: 70 /38

Lodging: ;?D.DD Options i

Conference Allowance Apply Through Date:

[02/04/02

Close | without Saving Changes

" Conference Allowance Conf Info

Conference Rate:

r Lodging
Limit: 0.00
[T Meals

Breakfast: 0.00
Lunch: 0.00
Dinner: 0.00

Incidentals: 0.00

Leave Data

& Hone
 Annual

 Gther
Hours: 0

Meals Provided
[ Breakfast
[ Lunch
I pinner

13. Review any expenses to verify costs from the Lodging and M& IE page. If changes are made,
click the Save Expense Changes button to save changes to the document. Click the Close
Without Saving Changes button if no changes are required. The Lodging and M& IE
Summary pageisdisplayed. The Next Expense button displays the next date information for
Lodging and M&IE. The Override button is used for Limited Open Authorizations, when a
traveler is staying on TDY over 30 days or is making multiple trips to a location throughout
the year.

NE'—‘“; Expense
Save i Expensze Changes
Overnde ;Lgdging and MEIE

Cloze i Wiithout Seving Changes
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14. Click on the Accounting Code link. The Accounting Codes page will be displayed. Review
all accounting data to ensure proper funding.

Available Accounting Codes for 10-CFA08-01DC
Quick Tip For this Document you can:

once twwo oF mare accounting codes are selected, the Allacation : e
e e e to A Different Organization

Enter Search Criteria Add | New Accounting Code

Accounting Code  [D0301 (0045423 Search | Retiieve || Back | Continue

Master Accounting Codes Click Accounting Label to add to Document
Search Resulis Prev 10 Hext 10

Organization & fication Codle

Accounting Codes for 10-CFA0S01DC Click an ftem to editidelste i
Dranization Lakel Clazsification Code Extended Cocde

f','? x 10 D001 E-0045423 090-10-C1 SAT4220030. .. FC100200. 2129, .. Extended

7 et ¥ pelete

15. If multiple codes exist on the document, click the Allocate button found on the bottom half of
the screen. Verify that the appropriate allocation has occurred.
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CGuick Tip

Expenzes can be allocated by expense type, percent, date, expense Close | R GERHOn Serasr
category, or amount.

Accounting Allocation Summary
Crganization .Ihmn:n.mt Percert Date Al By ate By

Dy 140:30001 54202 476.:30 1] & Expense Cateqory
RE29960001 H4202 400.00 Expense Cateqary

0.0o

327.00 -

149.50 By

0o 149.50
0.00

Aot

400.00
LODIMG 0.0o
hZIE 0.0a
OTHER 0.0o

16. To exit the Allocation screen after reviewing, click the Close Allocation button. . The
Available Accounting Codes screen will be displayed.

17. Veify that the Internal Order (FC100200) and the Object Class, for example 2121 for General
Administrative Travel (Domestic), are listed as part of the Classification Code portion listed
under the Accounting Codes for section. Example Classification Code: 090-10-CL1.
SAT422003D....FC100200.2121) These are required fields.
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Awvailable Accounting Codes for 10-CFA08-01DC

Quick Tip

For this Document you can:

Cince twa or more accounting codes are selected, the Allocation : s
e to A Different Organization

Enter Search Criteria Add Piienstacasning Cere

Accounting Code |19 (0045423 Seaich | Retiieve I Ba-::kl Continue

Master Accounting Codes Cli unting Label to add to Document
Search Results Prev 10 Hext10

E:] rg aniT Eltil:l n

Accounting Codes for 10-CFADG01DC

1,
{j? X 10 DOSMOXX0045423 090-10-C1. 5AT4220050. .. FC100200. 2121, .. Extended

T eat 3 pelete

18. Click OK and the Account Code window will be displayed.

19. Click on the Continue button or click on the Totals link to review total charges, itemized

detail of expense category charges, and any requested advance. The Totals page will be
displayed. If the total amount claimed on the travel voucher exceeds the total estimated

expenses on the travel authorization, the travel authorization will need to be amended to
reflect the additional amount. The voucher should be returned to the preparer to take the
appropriate action.

20. Click on the View Advance button, to view advance information.

21. Click the Detail button to review details of all expense categories charged and any advance
requested as it applies to each category.
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Total Details for 51-100 2-4 MSFC

Quick Tip

Click the Yiew Advances for Document to sdd or update an advance. [* wiew Advances for Docurnent
Total Estimated Expenses: 3950.00 Back i Continue i

Computed Advance Authorized: 0.00

Advance Requested: 0.00

Expense Category Details

REMTAL CAR S1-100 S1-1 295-03-952, 125.00
Ok CARRIER S1-100 S1-2 010-01-0352 350.00
L DG S1-100 S1-2 010-01-032 280.00
PAEIE S1-100 51-2 010-01-0352 171.00
TaxHI S1-100 S1-2 010-01-032, 24.00

Expense Category Advance Details

22. Click on the Perform Pre-Audits link . Review al lineswith aFAIL status. If any audit
fails, the word FAIL will be in the Status column. A comment describing the failure will
appear in the Comments column. A FAIL only draws attention to a particular process to
ensure the Approver has checked the audit. Click the Close button to exit the pre-audit page.

Document Preparatio
Pre-Audit Results for 51-100 2-4 MSFC

Quick Tip
Zlick the Magnifying Glass icon to view detail comments for each audit Justify 1Pre Audit Results
process. -
Close _ e
Document Hame: 51-100 2-4 MEFC 1F're At Results

Type: “Youcher
Traveler: One, Student
Status: FAlL

Pre-Audit Results

Ex aceT copes -
AUTHRZED

Er acTUAL MULTIFLIER — P&SS
Ex acTusls EXIST FASS
[Ex aPFPLED ADVANCE FASS
Ex arrroOVE BY pace
TRAWELERA

Ex auTHoRIZATION EXIST PASS

EJ- COMMENTS FaL SHECK COMBMERNTS OM TRIP 1 This is & remincder ta revies the comments contained in this
ocumernt.

[Ex conrFerRENCE -

ALL S AR CE

EJ. COST COMPARISON FAIL  “ouch COST (TRIP 1) == Auth EST COET (51-100 2-4 MSFC)
B\ cosT LESS com. capRr PASS

Ex paiL v ExPENSE -
THRESH
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Bl DUPLICATE TA MUMBER FAIL

B’- EXP CAT % WVARIANCE
B’- EXP CATEGORY USED

Ei EXP CATEGORY USED1
Ei EXP CATEGORY USED2
EﬁFORHGNTRAVEL

B LaunDRY DR
CLEANING

& LEAVE AUTHORIZED
B LEAvE EXISTS

By MEALS AVALABLE
[ NON-CONTRACT FARE
[ oTHER EXPENSES

[y ovERRIDE

[ FER DIEM LOC AUTH
[ FERDIEM RATES

Er FERSONAL INFO - KEY

[\ TRAVEL DATE
OVERLAP

[ TRAVEL MODES

[ TRAVEL MODES
ALTHRLL

B TRIP DATES & Locs
[ TRIF DURATICN

B TRIP DURATION

[ TRIP PURPOSES

B TRIP TYRES

[ vESSEL TRAVEL

PASE
PASS
PASS
PASS
PASS

PASE

PASE
PASS
PASS
PASS
PASS
PASS
PASS
PASS
PASE

PASS
PASS
PASE
PASE
PASS
PASS
PASS

PASS
PASS

DURLICATE TRAYEL AUTHORIZATION NUMBER - TG-475-0-02, Obl WOUCHER 51-100 2-4
MEFC FOR 000TRODDM

23. Click on the Document Status link. The Status page is displayed.
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Document Preparatio

User:
Status for 51-100 2-4 MSFC
Approver One Quick Tip
Traveler: The Signature PIN iz case sensitivel
an su
Student Cne Adjustments

Authorization: 51-100 2-

LA Back ! Conti

= Document Summary

- Traveler 5‘“‘::;; [MGT2FFROVED =] r ﬁmpm[’zz;‘u";fr;“em

» Hinerary Signature

= Ticketed Tranz PIH

= Expenzes n

« LodgingMaIE Remarks =

= Accounting Code

= Totals Document Ruuting This iz the routing path the current document will take once routed

= Comments

" Document Status Appraver MGT APPROVED 1

= Perfarm Pre-Audits Approver One MGT APPROVED 1

= Previewy Document Reviewer One REWIEWWED 2

= Export Document Rerviewver Two REIEVWED 5)

» Cloze Document Reviewer Three REWIEWED 4
Reviewver Four REWIEWVWED 4
Final &pprover APPROVED E
TravelOtfice Reviewer CERTIFIED 7
Cl Travel CI TRAWEL g

24. Enter any comments in the Remarks field. Remarks include reasons for returning the
document to the preparer; modifications made to the travel document, and/or a specific item
in the document that the approver wants to alert to others.

25. If the document is approved, stamp the document “MGT APPROVED” (default).

26. If the document is disapproved, click on the Status to Apply pull down list and select
“RETURNED”. The document will be returned to the preparer for adjustments or
cancellation.

| PROCESSED

COMMIT
DISBURSE

MGT AFFROVED
OBLIGATION
PEMDING

(HETLIRMED

REVIEWED

SIGMED

TRAVEL PROCESSED
YOUCHER RETURMED |
WAlTING DOCUMEMNTS
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27. If it isrequired to logout of the document before stamping it, click the Document Summary
link. Click the Undo Adjustment button (see below). Using this button logs the user out of a
document and returns to the main screen. The document will remain in the Review
Documents area until it is stamped and routed. To open the document again, click the

Review Documents link and repeat the above steps.

Save | Cocumert

Undo | Adjustmerts

il

Continue | Entering Document

Close | Current Documert

i

NOTE

It isvery important that if a user wishes to leave a document without making adjustments, the
Undo Adjustments button must be used. If this button is not used, Travel Manager will show the

user made an adjustment to the document.

28. If adjustments were made to the document, |eave the box unchecked. If no adjustments have
been made to the document, click on the Stamp Document Without Adjustment check box.

|7 Stamp Document r Stamp Documenrt
7 Withaut Adjustment Withaut Acjustment
No changes made to document Changes made to the document
NOTE

If the Samp Document Without Adjustment box is not checked when the document is stamped,
adjustments are assumed, regardless if any have been made.

If adjustments have been made to the document and t he Samp Doc without adjustment box is
checked, all adjustments made will be erased when the document is stamped.

29. Enter the Signature PIN value.

IFM Travel Manager Approver’s Guide
Approve A Voucher From Authorization
02/2004 TMV2.0



30. Click the Stamp button. The Pre-Audit Results page will be displayed for most signings.
Approve the Pre-Audits. These are al the audits that Travel Manager processes for the
document. (For adescription of each of the Pre-Audits, refer to the Appendix).

31. If any audit fails, the word FAIL will be in the Status column. A comment describing the
failure will appear in the Comments column. A fail only draws attention to a particular
process for the approver to check the audit.

NOTE

If changes are necessary to the document after reviewing the Pre-Audits, click on the Cancel
button. The document will not be signed and will not route. The document can be modified
without adjustment at this time.

32. Click the Continue button. The document is complete and routed.

33. If more documents reside in the queue for the approver, click on the Review Documents link
and repeat the above steps.
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